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PURPOSE:

To provide instruction for the Inactive Mass Scanning Project.
OBJECTIVE:
· To provide the necessary guidance for the Inactive Mass Scanning Project.  
GENERAL INFORMATION:
Pursuant to Rules of the Supreme Court of Arizona, Rule 29(C), Superior Court records shall be maintained and may be destroyed in accordance with approved retention and disposition schedules and Rule 94 (G), which states the requirements of this rule may be satisfied by computer-recorded or computer-generated documents, or with a photographic or electronic reproduction or image of the original record, provided adequate safeguards are employed for the preservation and integrity of such documents, and the public is afforded reasonable access to such documents.  
EVENT DRIVER:

· Mass Scanning of Inactive documents is deemed necessary.
PROCEDURES: 
I. Project Staff Responsibilities:

1. Boxing files:

A. Gather supplies which include shipping boxes with lids, labels, a marker, and a black cart.

B. Proceed to the File Room and locate the category being boxed. Pull the first file from the shelf.
C. Place files into the shipping box in numerical order.  Place between thirty to fifty files in each box (no more than fifty) or until the box is full (for prepping purposes, do not pack the boxes too tightly).
D. Attach a label to the outside of the box.

E. Number each box, starting with box number 1.
F. Note on the box label the first case number included in the box and the last case number in the box (Example: CR1998-000123-CR1998-000150).

G. Place the full box onto the dolly cart.
H. Repeat steps I.1 A-G above until the dolly cart is completely loaded with boxes.
I. Take the boxed files to the staging area and place them in numerical order.  The Supervisor will notify project staff when space is available to receive more boxes for prepping.  At that time, take the boxes to the Prep staging area.
2. Bar Coding:

A. Access the EI Bar Code program Express Indexing 2.4 by clicking on the icon on your desktop.
B. Enter the case type of the documents to be scanned: ICR=CRIMINAL, ICV=CIVIL, IFC=FAMILY COURT, IPB=PROBATE, ITJ=TRANSCRIPT OF JUDGMENT.
C. Enter the case year.  If the case number is prior to 1987, enter 4 zeroes for the case year (Example: CR0000-123456).  Do not include a defendant identifier.
D. Enter the case number of the first bar code needed in the space provided.
E. Enter the case number in the space provided of the last bar code needed in the series. Do not print more than 500 bar codes at one time.
F. Select Print.
G. After the bar codes have printed, place the bar codes in the corresponding boxes of files waiting to be prepped.

3. Upon notice from the project supervisor, deliver boxes of prepped files to the scan area.
II. Scanning Procedures:
1. Scanner Operator Responsibilities: OnBase Scanning and Indexing Instructions:

A. Place the batch in the scanner feed tray.

B. Log into OnBase.

C. Select Processing>Scan/Index.  See Figure 1

Figure 1
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D. Double click on Case Back Scan.  See Figure 2

Figure 2
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E. Click Scan.  See Figure 3
Figure 3
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F. Enter batch name in standard batch name format.  Copy the batch name.  Select OK.  See Figure 4

Figure 4
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G. Scanning begins automatically.  This message appears when all the pages have gone through.  Add more documents or select Cancel.  See Figure 5

Figure 5
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H. Click Done. See Figure 6

Figure 6
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I. Select the Awaiting Index queue.  Right click on the desired batch and select Index Documents.  See Figure 7

Figure 7
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J. Paste the batch name that you had copied when you created the batch into the Batch Name field.  Click the yellow Lock icon to the right of the batch name field.  See   Figure 8
Figure 8
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K. Review each page of each document by checking the images and thumbnails for upside down pages (rotate them); blank pages or pages with writing showing from the opposite side (delete them); or improperly scanned documents (insert a new scanned page and delete the improperly scanned page).
L. Click Index to move to the next document.  When all the images in the batch have been reviewed, click Index again to close the batch.
III. Quality Control Staff Responsibilities - QC’ing Scanned Images:
1. QC Documents in OnBase:
A. Access OnBase Thick Client and select the Pre-2002 Document queue in the Inactive & Transcript Document Lifecycle. 

B. Review images, comparing the party names and case number to the main page in iCIS.
a. If a document is imaged under the wrong case number, send to the exceptions queue noting “MFI” for misfiled image.
b. If a document is imaged under the correct number on the document, but the document has the wrong number on it, send to the Exceptions queue noting “WNI” for wrong numbered image.

2. Check for the file stamp on the first page of the document.  If a document does not have a file stamp, send to the Exceptions queue noting “NFS”.  This may indicate that the document was split incorrectly and further research is needed.
3. With the thumbnail feature on, scroll through the pages of the document to ensure no other documents have been scanned attached together.  If documents are scanned together, send to the Exceptions queue noting “DST” for 2 documents scanned together.
4. Check the document for legibility:

A. If the document is not legible, send to the Exceptions queue noting that the document is not legible.
B. If the image is skewed where content has been cut off, send to the Exceptions queue.
5. If a flag sheet was scanned, send the document to the Image Deletion queue.  Examples are as follows:
A. Grand Jury flag sheet

B. Disposition Report/Court Abstract Clerk Notes – lavender worksheet

C. Volume continuation cards

D. Consolidation/Transfer/Remand flag sheets

E. Barcode sheets
6. If there are no issues with the document, select the Looks Good task button.
7. The following items are not errors and should not be sent to the exceptions queue:
A. Incorrect name spellings

B. Very light or unreadable file stamps

C. Transferred or consolidated cases – check both case numbers in iCIS on the main page

D. Blank pages within a document
IV. Re-Scans and Corrections from QC Review:
1. EDM-QC will notify the project manager of documents that need to be rescanned.  The project manager will submit a request to the project lead to pull the rescan document from the box and deliver it to the scanning supervisor.
2. Rescans will be processed on a weekly basis along with misfiled and corrected wrong number documents:
A. The project lead will create case number bar codes for each document to be scanned.
B. The documents and bar codes will be delivered to the project supervisor on a weekly basis.
C. The project supervisor will assign a prepper and a scanner operator to process the rescans/misfiles.
D. The prepper will prep the documents as needed, inserting separator sheets between documents as needed.
E. The prepper will name the batch using MR and the month and date.  For example, a batch that is rescanned on February 5 would be named MR0205.
F. The scanner will scan the batch following normal scanning procedures.
G. Place the scanned documents in a box for disposal after final QC.

3. EDM-QC may ask that a document be pulled to determine if pages are missing, content is cut off, etc.
A. The project manager will submit a request to the project lead to pull the document in question from the box.
B. The project manager will respond to EDM-QC, relaying necessary information regarding the document.
C. If the document requires re-scanning, follow steps IV.2 A-F above.

V. Document and File Folder Disposal:
1. The project supervisor or manager will notify the project lead when documents are eligible for destruction. This will be based on the QC and correction of images.

2. Documents will be disposed of in locked recycle bins following general document disposal procedures.  Keep every 50th box and any large cases for transfer to State Library and Archives.
3. Scan the bar codes on all file folders using the file tracking scan gun.  
A. Follow procedures for downloading Videx scanners to change the home location.
a. Place the scanner in the port.
b. Select Download Videx from the desktop icons.
c. Once the scanner beeps and the download process icon disappears, remove the scanner from the port.
d. Access the data.tex file and review the list.  Correct errors as needed.  Most errors will consist of bad reads from the scanner.  Delete errors as needed.
e. Access File Tracking and select Process, and then Changed Home Location.
f. Use the drop down menu to select the current and new home locations.  The new home location should be Pre-2002 Disposal.
g. Click Catch and then Import Transaction Files.  When the next screen appears, type in the current home location.
h. Double click on C:Drive, Program Files, and Videx.
i. Double click on the data.tex file and click the Import button.  The files listed in the data.tex file should transfer to File Tracking with the updated home location.  If this does not happen, re-check the data.tex file for errors.

B. Dispose of the file folders in locked recycle bins.
POLICIES / RELATED DOCUMENTS:
· A.R.S. Supreme Ct.Rules, Rule 29: Court Records
· A.R.S. Supreme Ct.Rules, Rule 94: Superior Court Clerks
OTHER PARTIES INVOLVED:
· N/A
TIME / VOLUME:
· Varied
FREQUENCY:
· Daily
PERFORMANCE MEASURE:
· N/A
SYSTEM ACCESS REQUIRED:
· EI Bar Code program Express Indexing
· OnBase
· OnBase Thick Client
· Videx
REPORTS / FORMS:
· N/A
DEFINITIONS:
· N/A
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
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